
Library skills training and job shadowing

An opportunity for B & C level support staff
Goals
A large research library such as Princeton’s requires a diversity of skilled staff performing a wide variety of tasks, all working in an interrelated fashion.  Understanding the broad picture and the roles of  other units enables staff members to perform their own jobs better and prepares them to apply for positions in other areas of the library.  The goal of this program is to acquaint staff members in B & C level positions with the basic concepts of library work and to provide a small taste of the work done in other areas of the Library.  In this way they will better understand position descriptions and job postings as they are advertised.  This is not, however, intended to be job training, per se, and will not necessarily qualify a participant for a higher level position. This program will also serve as a pilot in determining whether job shadowing can help all support staff better understand the job tasks of their colleagues and the work of the Library. 

Participants
The program will start with four volunteers from the staff who currently work in B or C level positions.  If the evaluation of the program indicates that it is valuable, appropriate adjustments will be made and four more volunteers will be solicited.  If the program is successful for B and C level staff, support staff volunteers from other levels may be encouraged to participate in the future.

Program components
1.  Basic computer skills (1 hour)
A combination of classroom and individual coaching by Tracie Emanuel.  Topics will depend on the current skills and knowledge of the participants.
2.  Overview of Voyager (1.5 hours)
Classroom presentation by Rhoda Kesselman with hands-on exercises.  Topics include:  

· Design and purpose of an integrated library system

· Interpreting records in the Online Catalog

· Types of records in the Cataloging Module: bibliographic, holdings, item, 

· Interaction of modules: cataloging, acquisitions, circulation, OPAC

· Brief introduction to MARC Format

3.  Searching the Online Catalog (1 hour)
Classroom presentation by Rhoda Kesselman with hands-on exercises.  Topics include:

· Review of interpreting records in the Online Catalog 
· Basic and Guided search screens

· Available searching methods, with examples

· Boolean keyword searching

· Limits

· Navigating search results (lists, buttons, redirected searches, references, search history)

· Saving search results

4.  Introduction to the Voyager Cataloging module (1 hour)
Classroom presentation by Rhoda Kesselman, with hands-on exercises.  Topics include:

· Review of types of records and record relationships

· Authority Records

· Available searching methods: comparison with OPAC

· Retrieving Holdings and Item Records

· Retrieving acquisitions information

· Records suppressed from OPAC

5.  Introduction to Voyager Circulation (1 hour)
Classroom presentation by Luisa Paster, with hands-on exercises.  Topics include:

· Charging and discharging

· Looking at a patron record

· The basics of good customer service
6.  Job Shadowing in Catalog Division and Circulation Division (two half days)

Each participants will spend two half days in Firestone, hosted by support staff members in Catalog Division and Circulation Division.  The hosts will explain their jobs as they perform their tasks and then coach the participants in doing some of the basic tasks in the job.  Each day will have three parts, as indicated below.  There is some latitude in the organization of this shadowing experience, based on the needs of the unit and the availability of support staff hosts.   HR will be working directly with support staff hosts for this project, and the participation of supervisors in planning this program is also welcomed.

Plan:

Assume four participants:  Anna, Bob, Cass, Dilbert

Day One: 
 Morning

Afternoon


Anna in Cat

Cass in Circ, then Reserves



Bob in Cat

Dilbert in Reserves, then Circ

Day Two:
Morning

Afternoon


Cass in Cat

Anna in Circ, then Reserves



Dilbert in Cat

Bob in Reserves, then Circ.
Program Evaluation
To maximize the input, the evaluation will be done at a lunch with all participants and their hosts.  Supervisors of each group will be contacted as well, to judge the impact on the participating units.
Library skills training and job shadowing

Application Form

This form is available online at http://libweb.princeton.edu/hr/forms/JobShadow.doc.  
Please send the completed form  to Library Human Resources, Firestone Library, either by campus mail or by email to libhr@princeton.edu.  Applications must be received by December 1.  Assuming approval by the supervisor, applicants will be accepted in the order in which this form is received.

Name:

Email address:

Position in the Library:

Work Unit:

Please rate your knowledge of the following Library systems:

	
	No knowledge
	Familiarity
	Broad knowledge

	Microsoft Windows
	
	
	

	Email (any type)
	
	
	

	Online Catalog
	
	
	

	Voyager Cataloging module
	
	
	

	Voyager Circulation module
	
	
	


Please explain briefly why you are interested in this program.
Applicant signature:   _______________________________ Date: ___________
Supervisor signature: _______________________________  Date: ___________ Signature of Supervisor indicates approval and release time:

HR use only:  Date of receipt  ____________________________________


